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MEMORANDUM FOR: Chairman, Travel Policy Committee 

FROM - • - [ T3 AND ifiA 


. -1 »- 

1 J / o 


1; o-J ECT 

SUBJECT 


'oniet ^ Management § .Assessment Staff/DDA 


v c O 1 . J,. . ' -fi. 

: Control of Official Travel 


O : 


r» t 


Forwarded for your information and appropriate action ; 
13 3 C .°W of °>® Bulletin No.; 76-9, Supplement No. 2 dato.l 
30 July 1976 . In addition to reporting requirements on 
FV 1977 official travel costs and savings,' the Bulletin 
also offers some suggestions to control travel. 


4 ■ , 


Attachment 
As stated 

cc: AO/DCI w/att. ‘ 

; E0/DDI w/att.. ' \/ 

; EA/DD0 w/att. 

EA/DDSTjT w/att. 

Distribution : 

Orig - C/TPC w/Att. 

1 - AO/ DC I w/Att. 

1 - EO/DDI w/Att. 

1 - EA/DD0 w/Att. 

1 - EA/DDS§T w/Att. 

“ EDA Subject W/Att. 
1 - DDA Chrono 

1 - MAS w/Att. 




than 
i. c h 


. .. i 


'i u iael i o-' - 
' n c i e s i 


Wien in the 

forth in 0/-13 

a e v a 1 o p r„ c a ve I 
i to •, t •; and 

methods and 

r : : , -P A y rr, "J 
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BULLETIN NO. 76—9, SUPPLEMENT NO. 2 


July 30, 1976 


TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS 
SUBJECT: Control of official travel 


Pur p; 


1. 

and Budg 
require t 
costs and 
and proc 
consider 

2 . Repor 


report on 


s ^PPleirient amends Office of Management 
(°MB) Bulletin No. 76-9 of December 4, 1975 .to 
:‘* aL agencies prepare reports on FY 197 ? travel 
Xt also su 99ests some additional methods 
control travel that agencies should 
_i ' ae/ elop^ng their travel plans for FY 1977. 

-~ a i v- § ' Each a 9 enc Y shall submit a 

-i iy / / travel costs and savings to: 


General Services Administration 
Attention: Director 

Federal Travel Management Division 
Federal Supply Service 

The report is required to be submitted not lat-pr t-h-.n 

Wovemb.ex.." 15.,, 1*7.7, and shall be i cc a 

Attachment A ariT-fhe exhibit thereto. ' Corclance Wlth 


consfftlt^f OT S2ntrol Travel. W i thin the 

Bulletin 1 r o th pol;Lay ana guidelines set forth in OMB 

plans foV?; 7 ®;,7 a that ^f 11 d&velo P travel 

iv// tnat will minimize travel costs and 

travel n °uessential travel. In the development of their 

£S£s ^orthTTr f h °“ ld COnslder the methods 

or procedures ha! R P a f hment B - Each of these methods 

aaenlv ftScordt^iv implemented by at least one Federal 

may bFappropr^e In trtZlt ** 88 

immeffit^ £ anfl - S !-?; ' * hi ? Supplement Is effective 

upon run:'; r .i d of ' e fP lr ® s alony Wlth 0HB Bulletin No. 76-9 

- -*s i.on of trie November 15 1 977 


// , //' ■ 
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ATTACHMENT A 
Bulletin No. 76-9 
Supplement No. 2 


FY 1977 C0STS AND SAVINGS 
IN TRAVEL AND TRANSPORTATION OF PERSONS 


travei 9 i costs n f„n a ”nL° £ -^ e K FY ^r-end report ' on 

the attached Exhibit, al preset ibedteiow ? 0 “ ' the f ° rBat '' pf 

period shown^fhl^sffmaleS doTl 113 Part wil1 P resen t for each 

transportation of persons (object class'll) ^ .f raVel , ' and 
dollars. The term "travai cia&s 2 -U *■ m thousands of' 

is intended to be on ?he sen S ? S “ sed in thts attachment 

other measures" used b^ the ^enev^in^it 9 ^ 10 "^ C ? sts ' “ 

travel and other a 9 ency m its accounting for 

will provide a sinqie ifne ^? 8Ses I ? n -“ sfc cases, agencies, 
the agency, a a Whole S Y showln 3 travel costs for 
required to provide separate ?^ Ver ' ? al ?inet departments are 
bureau or other orLiS P" 6 . entries for- each major 

costs. ln ISch cases! a to"al ^ h f? sizeablp tra ' el 

required . The amours n ! 0 ,,;a ^°^ dl , for tl ? e agency is also 

should equal the total for f ° r the various line entries 

^ me totaj. lor the agency. •• ■. 

Cabinet departments ' S also G agency. In the case of 

other organisaMonk unit „f!h s?r-?- ely '*«••• or' 

consolidated line entry for Ih? ?i 9nif leant travel costs, a 
and a line e r L 'f ! “ organizational units, 

Should be left £Keen°e, ch^ne ^ 7 /" At least »»*««“ 

I'JT/ for~each~irn e entrv t sho- timate fi, t f avel costs for FY 
total amount reported should h 2 ln fcI ? e ’' A 9 enc 7 ’' column. The 
amounts for travel presented tn "bV^ 1977 

d \~i v- L. p 

j." S;Ol^niiin 2. Report 

±oc each line entry shown in 


actual travel costs for FY 1977 
the "Agency" column. 


decrease “pf"-i n “travel°Josts he T h° llar increase ' (+> or 
equal the difference hnf Ihe amouncs reported should 

(Column 2) and estimated^ (Column 1^ *°- ™ ^ 


Co i i 

costs 


travel costs resulting from revise 
developed in aocordanc 
Supplement , 


with 


t r a v e ‘ 


p 1 a n ; 

Bulletin No. 76- 
appropr late. The amount 


or FY 1977 
and this 
estimated as saved 
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repo^”Li C FY U 1977 ) th ® °£ actual travel costs 

teputLca ror b x ly// (Column 2) should eaual t-hp 

to ° the rf-°= t a a r 1 f ? r r 1977 that hacl beer, Estimated prigr 
to the re vised travel plans. . 


Iff- §virNr SJ1S lrK?i 2 f asea te ach i eve economies 

gg vi* ? y s . A brief narrative should specify theliithods 

aaenc^if^r 8 ^ 5 conoraies savings reported by the 

h iahliah h ^ ^ i ? f Pa 5 fc 1 ' above ' This discussion should 

Government S agencies^ ” that may be apE>licable bo other 

— . SgQl anation of increases. In view of nncciMo 

ee^matS “ acESr f7p77 tr55STco5t8 above what gal ieen 
estimated, me same dollar amounts may not have resulted in 

male^TtteMo^ 0 * tr “ V 8 i* ^erefore^ an e^Imate^teM te 

aSritetabL te: *“‘ S ° f aCtUal travel “ 5ts (Column 2 ) 

increased per diem and subsistence rates? 

for air andlaii^tevejf ; ““° n carrier Cates (such as *«“ 

• ' *" . 
allowance) . other increased travel costs (such as mileage 

Approximations, rather than a detailed analysis of travel 
workload ' Sh ° Uld be Used for this Purpose to minimize agency 

incre^e iC ?!; e \f S app r°P riate ' the costs attributable' to any" 
explanatory's tat ement!"^ nt ° f travel, .together with a brief 
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